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UNIVERSITY  EXTENSION  BLANKS  AND  HOW  TO  USE 

THEM 

Beside  numerous  historical  and  descriptive  circulars  which  are  de- 
scribed briefly  in  the  annotated  list  of  publications,  the  department 
provides  various  blanks,  many  of  which  will  be  found  helpful  by 
every  center.  Unless  a price  is  given,  all  these  are  sent  free  on  ap- 
plication to  any  one  interested.  Those  who  intend  to  organize  a 
center  should  get  samples  of  these  carefully  prepared  blanks,  as  much 
time  and  probably  some  mistakes  will  be  saved  by  thus  utilizing  the 
experience  of  others. 

List  of  teachers.  On  request  a list  of  available  teachers  is  sent 
with  information  obtained  from  the  teachers  themselves,  stating  their 
degrees,  academic  positions  they  have  held,  membership  in  learned 
societies,  authorship,  editorship,  etc.,  subject  of  each  course  and  of 
each  lecture,  in  what  localities,  and  during  what  months  and  days 
they  are  available,  and  giving  prices  and  any  other  details  which  will 
assist  centers  in  selecting  their  teachers. 

Membership  slip.  Centers  which  are  organizing  are  supplied  at 
IOC.  per  100  with  slips  for  enrolling  members.  These  slips  furnish 
the  most  convenient  form  in  which  to  express  willingness  to  be 
placed  on  the  roll  of  the  center  either  as  associate  at  $2,  member  at 
$5  or  fellow  at  $io  a year,  and  also  the  wish  to  attend  a university 
extension  course  on  one  of  several  subjects  named  in  order  of  prefer- 
ence. If  a public  meeting  is  held  these  slips  should  be  in  the  hands 
of  every  person  in  the  room,  being  distributed  at  the  door,  placed  in 
the  seats  or  handed  about  by  ushers.  They  should  subsequently 
be  given  to  all  those  likely  to  be  interested.  If  the  center  is  started 
without  any  public  meeting,  these  slips  should  be  sent  with  explana- 
toiy  circulars  to  all  who  the  organizers  think  will  be  interested  in  the 
movement. 

Tickets.  Suitable  tickets  are  supplied  at  25c.  per  100  to  be  filled 
in  with  name  of  center,  name  of  student,  subject  of  course  and  signa- 
ture of  the  treasurer.  They  entitle  the  holder  to  all  privileges  of  the 
course  for  which  they  are  given.  Sj^ecial  tickets  for  single  lectures 
or  for  lectures  without  other  privileges  can  be  had  at  the  same  price. 

Record  card.  On  this  each  local  secretary  must  fill  in  the  total 
attendance  at  each  lecture,  class  or  club  and  the  number  of  papers 
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written  each  week,  also  the  total  and  average  attendance  and  number 
of  papers  for  the  course,  with  total  number  of  students  examined, 
the  number  passing  between  75  and  go%  and  passing  with  honor, 
i.  e.,  gofc  or  above.  This  card  gives  only  totals  without  individual 
records,  and  is  so  ruled  that  it  is  very  easy  to  keep  these  records. 
In  special  cases  where  there  are  more  or  less  than  10  lectures  in  the 
course,  some  spaces  may  be  omitted  or  a second  card  used  and 
marked  by  changing  the  heads  of  the  lectures  from  i,  2,  etc.,  to  ii, 
12,  etc.  Experience  confirms  the  wisdom  of  having  the  courses  in 
groups  of  10  lectures,  rather  than  any  other  number. 

Record  book.  A blank  book  is  supplied  to  the  secretary  for 
keeping  the  individual  record  of  attendance  at  each  class  or  club 
meeting,  and  to  the  lecturer  for  marking  the  papers  handed  in  by 
students.  The  name  of  center  and  lecturer,  title  of  course,  building 
in  which  held,  dates  of  first  and  last  lecture  are  filled  in  on  front 
cover,  and  the  book  is  marked  as  class,  club  or  paper  record  as  the 
case  may  be.  Inside,  the  students’  names  are  entered  alphabetically, 
preferably  with  surname  first,  and  10  spaces  are  numbered  for  mark- 
ing each  student’s  attendance  at  class  or  club,  and  extra  spaces  are 
left  for  any  special  meetings  held,  and  for  designating  those  doing 
the  paper  work  or  intending  to  take  the  examination.  In  his  record 
book  the  lecturer  marks  each  paper  on  the  scale  of  10,  thus  making 
the  total  on  the  scale  of  100.  In  the  vacant  spaces  the  lecturer  may 
also  keep  a record  of  those  students  who  intend  taking  the  examina- 
tion, or  of  any  other  specially  important  facts. 

Expense  blank.  Before  each  course,  centers  are  ijrovided  with 
an  estimate  of  expenses,  including  lecturer’s  fees,  his  approximate 
traveling  expenses  and  hotel  bills,  the  probable  cost  of  syllabus  and 
note-book,  hall,  heat,  light  and  local  printing  if  any.  If  no  objec- 
tion to  the  estimate  is  made  before  beginning  the  course,  it  is  re- 
corded as  acceptable  to  the  center. 

Registration  certificate.  Each  center  which  is  found  to  meet 
the  requirements  for  registration,  i.  e.,  “ a course  of  not  less  than  10 
weeks  during  the  academic  year  under  direction  of  an  accredited 
teacher,  giving  each  week  not  only  instruction  but  also  satisfactory 
class  and  paper  work,”  is  given  a certificate  under  seal  that  the  cen- 
ter is  officially  recognized  by  the  state.  This  formal  certificate  gives 
registration  name,  number  in  order  of  establishment,  and  letter  in- 
dicating the  extent  of  work  undertaken.  It  entitles  the  center  to 

use  the  name  “ Regents’  center  no. ,”  or,  if  preferred,  the 

fuller  form  “ University  of  the  State  of  New  York,  University  exten- 
sion department,  center  no. .”  This  is  evidence  to  the  pub- 
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lie  that  the  standard  of  teaching  and  work  has  been  formally  ap- 
proved by  the  state. 

Club  blank.  All  clubs  doing  educational  work  and  wishing  to 
receive  the  department  publications  and  to  be  officially  registered 
will  receive  blanks  to  be  filled  with  name  of  club,  name  and  address 
of  secretary,  number  of  members,  annual  fees,  number  of  meetings 
per  year,  average  attendance,  number  of  volumes  in  library,  nature 
of  programs  and  kind  of  work  done  ; e.  g.,  whether  addresses,  papers, 
discussions,  readings,  home  study,  art,  music,  social  meetings.  These 
blanks  are  so  arranged  as  to  be  very  easilj^  filled  and  it  will  be  to  the 
advantage  o*f  every  club  and  lecture  course  to  be  registered,  as  it  will 
then  receive,  without  charge,  printed  matter  of  interest  and  will  be 
entitled  to  the  use  of  certain  facilities  of  the  department  helpful  in 
its  work. 

Lecture  course  blank.  The  department  is  trying  to  record  all 
lecture  courses  maintained  in  this  state  and  for  this  purpose  sends 
blanks  to  be  filled  with  number  of  lectures  in  each  course,  name  and 
address  of  each  lecturer,  subjects  of  lectures,  average  attendance  and 
any  other  interesting  items. 

Pass  cards  and  certificates.  These  are  issued  to  those  who  suc- 
cessfully pass  the  University  examination  and  have  done  satisfac- 
torily the  class  and  paper  work.  Each  pass  card  gives  the  subject 
of  course,  name  of  student  and  instructor,  the  place  and  date,  and  is 
signed  by  the  lecturer  and  the  secretary  of  the  University.  If  the  ex- 
amination is  passed  with  honor  (90^  or  above),  this  is  specially  in- 
dicated. Obviously  these  credentials  have  greater  weight  with  the 
public  than  any  issued  without  the  safeguards  surrounding  this  sys- 
tem. It  is  well  known  that  no  one  can  secure  the  University  pass 
card  or  certificates  without  having  done  work  of  real  merit  and  pass- 
ing examinations  under  the  regents’  system,  which  is  recognized  at 
home  and  abroad  as  the  most  trustworthy  yet  established. 

Extension  teachers’  certificates.  These  will  not  be  issued  till 
the  department  has  had  at  least  two  full  years  in  which  to  observe  the 
work  done.  It  is  hoped  to  issue  the  formal  certificate  of  the  Uni- 
versity to  such  extension  teachers  as  have  proved  themselves  able  to 
do  this  particular  kind  of  educational  work  with  marked  success. 
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Circular  15  April  1892 

SUMMARY  OF  PLAN  OF  WORK 

Unless  otherwise  specified  there  is  no  charge  for  services  and  facilities 
of  the  department;  but  no  part  of  this  money  is  spent  for  teachers’  fees 
or  other  local  expenses,  all  of  which  must  be  borne  by  the  localities 
benefited. 

1 Information  bureau.  This  answers,  either  personally  or  by  mail, 
questions  on  all  [jhases  of  extension  work,  including  all  reputable  home 
and  foreign  movements  for  providing  larger  facilities  for  higher  education 
outside  the  schools. 

2 Extension  library.  This  includes  extension  literature  of  all  kinds 
for  consultation  by  promoters  and  managers  of  the  movement. 

3 Publications.  Explanatory  and  descriptive  circulars  are  sent  free; 
more  costly  publications  are  lent  free  or  sold  at  wholesale  cost.  Borrowers 
not  known  as  responsible  for  books  taken  deposit  their  value,  which  is 
refunded  on  return. 

4 Organizing.  Expert  assistance  is  given  in  selecting  subjects,  teach- 
ers and  dates,  arranging  terms  and  perfecting  needed  organization.  When 
desired,  an  organizer  is  sent  without  charge  except  for  traveling  expenses. 

5 Supervising.  On  request  an  expert  is  sent  to  inspect  the  workings 
of  centers  and  give  any  needed  practical  suggestions  for  accomplishing 
better  work  with  available  time  and  money. 

6 Supplies.  Specially  ruled  and  printed  books  and  forms  for  needed 
records  are  furnished  free;  syllabuses  at  cost,  which  is  divided  among  the 
various  centers  using  them. 

7 Extension  teachers.  Lists  of  teachers  are  printed,  arranged  both 
by  subjects  and  alphabetically  and  giving  information  helpful  in  selecting. 

8 Examinations.  Those  who  have  done  the  required  work  are 
examined  on  the  ground  specified  in  the  syllabus,  and  suitable  credentials 
are  awarded  successful  candidates. 

9 Loans.  Books  or  illustrative  material  needed  for  the  best  educa- 
tional work,  but  beyond  a.  center’s  resources,  are  lent  for  use  during  a 
course.  Centers  pay  transportation  and  for  any  injury  beyond  reasonable 
wear. 

10  Traveling  libraries.  To  centers  distant  from  a public  library 
and  needing  such  assistance,  small  carefully  selected  libraries  are  sent 
under  proper  safeguards,  to  be  kept  long  enough  to  allow  satisfactory  use. 

11  Circuit  books  and  apparatus.  For  books  and  apparatus  likely 
to  be  required  by  at  least  five  centers,  a circuit  is  arranged  similar  to  that 
for  reducing  cost  of  lecturers.  Each  of  five  centers  requiring  the  material 
is  charged  one-fifth  its  wholesale  price  and  each  is  entitled  to  its  use  dur- 
ing one  full  course. 

12  Exchanges.  Books,  apparatus  or  other  material  which  any  center 
has  bought  for  one  course  and  no  longer  needs,  will,  if  practicable,  be  ex- 
changed with  some  other  center  for  an  equivalent  in  what  it  requires  for 
another  course.  Centers  pay  for  packing  and  transportation. 

13  Regents’  centers.  Examinations,  loans,  traveling  libraries,  facili- 
ties for  exchange  and  right  to  use  the  department  name  are  limited  to 
centers  maintaining  a lo  weeks’  course  under  an  accredited  teacher,  with 
satisfactory  class  and  paper  work. 

14  Registry.  Any  creditable  efforts  toward  wider  extension  of  educa- 
tional opportunities  will  be  aided  and  registered,  and  the  printed  report 
will  include  a list  of  clubs,  societies,  lecture  courses,  summer  schools  and 
all  other  organized  movements,  for  extending  education  to  those  not  in 
regular  institutions.  Blanks  for  these  reports  will  be  sent  free  to  any 
secretary  or  officer  furnishing  his  address. 


